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> 1. Purpose
The purpose of this Section is to set out the procedure for producing, retaining and updating risk
assessments at Merrywood School.
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> 2. Background
A risk assessment has three purposes:
• to identify all things and activities which may cause harm to our staff, children, visitors etc. (the hazards);
• to consider the chance of that harm actually befalling anyone in the circumstances identified, and the
possible consequences which could arise from it (the risks);
• to enable plans to be made for the introduction and monitoring of preventive measures to ensure that
the risks are adequately controlled at all times. Without effective assessment there can seldom be
effective control (i.e. a safe system of work).
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> 3. Definitions
As ever, the terms used need to be understood and these definitions should help:
HAZARD – the potential to cause harm, including ill health and injury; damage to property, plant, products
or the environment;
LIKELIHOOD – the chances of an event involving the identified hazard actually happening;
RISK – is the combination of the hazard and likelihood. For example, the HAZARD existing in an electric light
fitting above your head is severe but the LIKELIHOOD of it falling on you is so low, that the RISK is negligible.
Conversely walking along the edge of a cliff at night in a force 8 gale has a high HAZARD rating and high
LIKELIHOOD that you might fall, so the RISK is very severe. The RISK from a substance or activity is,
therefore, the likelihood that it will cause harm in the circumstances of use. This will depend on:
• the hazard presented by the substance or activity
• how it is used or done
• how it is controlled
• who is exposed, how much, for how long, etc.
• what they are doing
• what guards, precautions, etc, already exist
Poor control of activities can create a substantial risk even from a substance or activity with low hazard.
However, with proper precautions most risks of being harmed can be adequately controlled.
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> 4. General Guidance
Within our school community, the majority of hazards, likelihoods, and risks have already been identified
and documented, and will already be adequately controlled in conformity with existing legal requirements.
Undertaking another formal risk assessment will simply confirm that the hazards are already identified and
adequately controlled and will simply act as a review, as required by the legislation.
Where previous risk assessments have not been comprehensive, or have never taken place, the exercise
will identify potential hazards and the risks they present so that effective action can be taken to control
them before an incident takes place. The important point is to ensure that the hazards associated with ALL
areas and activities have been assessed and are adequately controlled.
Risk assessment will assume a place in health and safety management that will be seen to be caring, costeffective and central to the objective of the school’s health and safety policy statement. In using the risk
assessment forms you can help to ensure that risks can be addressed and, where necessary, safe systems
of work created.
The existence of an effective risk assessment procedure together with self-inspection is a prerequisite for
the system of monitoring by proper safety audits. This task cannot be achieved instantly but will require
persistence from a wide range of teaching/support staff.
We must assess not only the risks that our staff are exposed to, but also any person affected by our
business. This includes children, parents, contractors e.g. caterers and window cleaners; visitors, people
who let parts of the building and members of the public. We must assess both the risks that occur on a
daily basis, and those that happen only occasionally, e.g. daily floor cleaning and occasional gutter cleaning.
As we employ contractors, e.g. caterers, grounds staff and window cleaners, we need to provide them with
comprehensive information on the risks that they are exposed to by working on the premises and the
measures that need to take in order to ensure health and safety. A contractor may introduce new risks to
our staff e.g. ground keeping equipment or cleaning chemicals, and we need to ensure that the contractors
need to inform us about these risks so that effective and coordinated controls can be implemented.
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> 5. Detailed assessment of risk
In completing a risk assessment you should:
• Identify the likely hazard, any you can think of with your knowledge of the activity.
• Identify the control measures to minimize the risk.
• Use existing school systems to for auctioning these measures. Date and initial your part in these actions.
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> 6. Review of Risk Assessments
Risk Assessments are not a once-and-for-all activity; they should be 'living documents' that are reviewed
and amended if necessary:
• After an accident, incident or significant near miss
• After any significant changes have been made, e.g. change of staff, introduction of a new working
method or piece of potentially hazardous equipment
• Annually
The review should be conducted by the person/people responsible for the activity, area.
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> Appendices
Risk Assessment
This is a careful examination of the risks association with both working practices and pupil activities.
• A hazard is anything that may cause harm.
• A risk is a chance, great or small, that someone will be harmed by a hazard.
The aim is to make sure that no one becomes ill or gets hurt. There are five steps to achieve this:
1. Look for hazards.
Look at what may cause harm as a result of an activity.
2. Decide who might be harmed and how.
Look at who may be affected by the work activity and how they may be affected; this may include members
of the public, students, visitors, contractors and maintenance personnel.
3. Assess the risks and take appropriate actions.
If you find a hazard that may be a risk you will need to decide what steps have to be taken to eliminate or
reduce those risks as is reasonably practical. What needs to be done depends on whether the hazard is low
risk or high risk. You can determine this by looking at what type of injury may occur and how often it may
happen (use the tables and guidance provided). It may be possible to remove the hazard altogether or to
take steps to reduce this risk to an acceptable level. If there is no risk present, then you do not need to take
any action.
4. Record the findings.
You will need to write down the more significant hazards and record the most important conclusions.
The following need to be shown:
• A proper check was made;
• Those who might be affected were consulted;
• All the obvious significant hazards were dealt with and an account was taken of the number of people
who could be involved;
• The precautions are reasonable and the remaining risk is low.
5. Review the assessment from time to time and revise if necessary.
It is important that you check the risk assessment, especially if there is a change in the working procedures.
You will need to ensure that the assessment takes into account the new hazards, which may cause harm to
the health and safety of pupils and staff, or other people who may be affected by the change in working
conditions.
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